You can create 
a query to find 
information of 

interest in your 
database. 


Creating a query 
allows you to find 
information that meets 
certain criteria in your 
database. Criteria are 
conditions that identity 
which records you 
want to find. 


CREATE A QUERY IN THE DESIGN VIEW 


M The Select Query Bic: a table that 
window and the Show contains information you 
Table dialog box appear. want to use in your query. 
This area lists all the E] Click add to add the 

tables in your database. table to your query. 


Why does a line appear between the How do I add another table to my query? 
tables in the Select Query window? re aca ancitier tablet yeurguely, 

If the tables you select to use in a query click $ to redisplay the Show Table 

are related, Access displays a line joining dialog box, Then perform steps 3 and 4 
the related fields in the tables. When on page 192 to add another table to your 
creating a query that uses information query. 


from more than one table, the tables 
should be related so that Access can bring 
together the information in the tables. For 
information on relationships, see page 128. 


Customers 
fi s 
CustomeriD 
Companynarr 
Bilingadaress 
city E 


A box appears in the [] Click Close to hide the Each box in this W if you accidentally added 
Select Query window, Show Table dialog box. area displays the a table to the query, click the 
displaying the fields for fields for one table. box displaying the fields for 
the table you selected. the table and then press the 

Dais key. Access will remove 

Te ithe le 
ER To add anotier tableto the table from the query, but 
your query, repeat steps 3 
and 4 for each table. will not remove the table from 


te database. Cearr 


I 


CREATE A QUERY IN THE DESIGN VIEW 


You can 
select which 
fields from 
your tables 
you want to 
include in 
your query. 1 


For example, 
you may want 
to include 

only the name 
and phone 
number of 
each customer. 


CREATE A QUERY IN THE DESIGN VIEW (CONTINUED) 


[ie oa De mmi ey Dh mie o 
E Orr S 


E] Double-click a field This area displays the E] To include other fields 

you want to include in field you selected and in your query, repeat step 7 

your query. the table that contains for each field you want to 
the field. include. 


Note: To quickly selec all the 
fields in a table, see page 206. 


e  — ——__—___ 


Does a query store data? Can | change information displayed in 
No. When you save a query, Access thelresulte-cf my query?) 

saves only the design of the query. Each Yes. You can edit data displayed in the 
time you run a query, Access gathers the results of a query as you would edit 
most current data from your database data in a table. If you change the data 
to determine the results of the query. displayed in the query results, the data 
For example, you can run the same will also change in the table used to 
query each month to display the top create the query. To edit data in a table, 
sales representatives for the month. see page 56. 


a= 


E The results of the The records that SAVE A QUERY É Type a name for your 


query appear. meet the conditions you EI Click (all to save your query and then press 
This area displays the specified appear in this query so you can run the the [ERE key. 
names of the fields you beat ratte a query again later. EJ When you finish 
included in the J- dr jit 
ee table(s) are displayed. ™ The Save As dialog weg ee) your quei 
‘an OX appears. clic close the 
To return to the Design query. 


view, click Me g 


You can use the 
Simple Query 
Wizard to create 
a query. A query 
allows you to 
find and analyze 
information of 
interest in your 
database. 


The Simple Query 
Wizard will ask 
you a series of 
questions and 
then set up a 
query based on 
your answers. 


ie q 


El Click Queries in the Double-click Create 
Database window. query by using wizard. 


W The Simple Query Wizard É] Click the table that 
appears. contains the fields. 
Click in this area to 

select the table that contains 

the fields you want to include 

in your query. 


Which tables in my database 
can I use to create a query? 
You can use any table in your 
database to create a query. 
When creating a query that 
uses information from more 
than one table, relationships 
must exist between the tables 
so that Access can bring 
together the information in 
the tables. For information on 
relationships, see page 128. 


This area displays the Note: To add all the fietds from Each field you select Bi T include fields 
fields from the table you the table at once, click E=) appears in this area. from other tables in your 
selected. database, repeat steps 3 
To remove a field you 
E] Double-click each accidentally selected, to 5 for each table. 
field you want to include double-click the field in E] Click Next to continue. 


in your query. this area. [conrinue 9 
Mots: To remove al the fields 


at once, click [es] A 


CREATE A QUERY USING THE SIMPLE QUERY WIZARD 


If your query 
contains information Ate 5 
that Access can vae k 
summarize, you can p C) tans 1 
choose to show all ae s 
the records or just = C] 
a summary of the =. = 
records in the results ~- $ 
of your query. = s 
5 © 
“ 
EJ 
———_ n 


M This screen appears E] Click the way youwant | W The Summary Options KÉ Click the box (D) for 
if your query contains to display the information dialog box appears. each calculation you want to 


formation that Access in the results of your query This area displays the Perform (C) changes to E). 
San summartze. (O changes to ©). fields you can summarize. Note: For information on the 
Note: If his screen does not E if you selected Summary calculations you can pertorm, 


appear, skip to step 16. in step 8, click Summary see the top of page 199. 
Options. 


Note: If you selected Detail in 
step 8, skip to step 15. 


What calculations can Access perform 
to summarize data in my query? 


ob lb lb- 


Sum Avg Min Max Count records 
Adds the values. Calculates the Finds the smallest Finds the largest Counts the number 
average value. value. value. of records. 


£I] To count the number of (B Click ox to confirm HEE Click Next to continue. You can click Back 
records used in each group to your selections. at any time to return to a 
perform the calculations, click previous step and change 
this option ([) changes to [= ). your selections. 


SSS» 


you want to 
group the dates 
in your query. 


You can group dates 
by day, month, 
quarter or year. 


CREATE A QUERY USING THE SIMPLE QUERY WIZARD 


IB This screen appears 
if a field in your query 
contains dates and you 
chose to summarize data 
in your query in step 8. 
Note: If this screen does not 
appear, skip to step 18. 


[E Click the way you 
want to group the 
dates in your query 
(© changes to ©). 


continue. 


ES Type a name for [E Click Finish to create 
your query. your query. 

[E Click this option to 

open and review the 


results of your query 
(© changes to ©). 


Why didn't my query summarize data Can I make changes to a query I created 
the way I expected? using the Simple Query Wizard? 

To ensure that Access will properly Yes. You can use the Design view of a 
summarize data in your query, make ‘query to make changes to any query you 
sure you include only the fields you create. For example, you can sort records 
need to summarize data. For example, and add and remove fields. To display a 
to determine the total number of units query in the Design view, see page 202. 


sold by each employee, you should 
include only the Employee and Units 
Sold fields. 


Unita Sold 


The results of your (E When you finish The query appears in Note: Each time you open 
‘query appear. reviewing the rata the Database window. a query, Access will use the 
of your query, click most current data ftom your 
to close the query. Ey ies he cou, database to determine the 
of the query, double-click results of the query. 
the query in the Database 
window. 


SS: M 


You can view 

a query in five 
different ways. 
Each view allows 
you to perform 
different tasks. 


CHANGE THE VIEW OF A QUERY 


Goce 


E 


W In this example, the i; Click the view you 
query appears in the want to use. 
Datasheet view. 


El click [F in this area 


to display the query in 
a different view. 


W The query appears in 
the view you selected, 


In this example, the 
View button changed 
from (sto 


To quickly switch between 
the Datasheet (H ) and 
Design (sé) views, click 
the View button. 


TEED 


The Design view allows you to plan your query. The Datasheet view displays the results of your 
You can use this view to specify the data you query. The field names appear across the top of 
want to find, where Access can find the data the window. Each row shows the information for 
and how you want to display the results. one record that meets the conditions you specified. 


The SQL view displays the SQL statements for 
your query. SQL (Structured Query Language) 
is a computer language used to work with the 
information in a database. When you create a 
query, Access creates the SQL statements 
that describe your query. 


The PivotTable view allows you to summarize and The PivotChart view allows you to display a graphical 
analyze the results of your query. When you first summary of the results of your query. When you first 
display your query results in this view, the PivotTable display your query results in this view, the PivotChart 
is empty and you must add the fields you want the is empty and you must add the fields you want the 
PivotTable to display. For information on using the PivotChart to display. For information on using the 


PivotTable view, see page 232. PivotChart view, see page 238. 


OPEN A QUERY 


You can open a 
query to display 
the results of the 
query on your 
screen. Opening 
a query allows 
you to review and 
make changes to 
the query. 


a 


Each time you 
open a query, 
Access will use the 
most current data 
from your database 
to determine the 
results of the query. 

OPEN A QUERY 


El Click Quer This area displays a The query opens, displaying 

Database window. list of the queries in your the results of the query. 
database. When you finish reviewing 
E Double-click the and working with the query, 


Note: A dialog box will appear 
it you did not save changes you 
made to the design ofthe query. 
Click Yes or No to speci if 
you want to save the changes. 


query you want to open. click E to close the query. 


e o 


You can change the 
order of fields in a 
query. Rearranging 
fields in a query will 
affect the order in 
which the fields will 
appear in the query 
results. 


REARRANGE FIELDS 


E] Display the query you ÉJ Position the The field appears EJ Click il to save 
‘want to change in the Design mouse directly in the new location. your change. 

View. To change the view of above the selected 

a query, see page 202. field and then drag 

E] Position the mouse Ñ TERAWAT 

directly above the field you location. 

want to move (ly changes Note: A thick line shows 


to $) and then click 
the field. The field is 


select where the field will appear 


You can add one 
or all the fields 
in a table toa 
query. All the 
fields you add 
will appear in 
the results of 
the query. 


Adding a field to 

a query is useful if 
you did not include 
a field from a table 
when you created 
a query. 


ADD ONE FIELD 


E Position the mouse |: 
over the selected fiolds 
and then drag the fields 


Each box in this area ji The field you select and 
displays the fields for the table that contains the 
one table. field appear in a column. 

EI Double-click the field to add to your query. to the first empty column. 
you want to add to your All the fields in the table Each field from the 


query. are selected. table appears in its own 
column. 


GI Double-click the heading 
of the box for the table that 
contains the fields you want 


Why would | use the asterisk (*) to add all How can I clear a query to start over? 
te feels ya tobi aya It you make mistakes while adding fields 
It you may later add or delete fields from a to a query, you can start over by clearing 
table used in a query, you may want to use the query. 


the asterisk (*) to add all the fields in the 
table to the query. When you add or delete a 
field from the table, Access will automatically 
add or delete the field 

from the query. 


E] Click Edit. 


A Click Clear 
Grid. 

‘Note: if Clear Grid 
does not appear on 
the menu, position 
the mouse by over 
the bottom of the 
menu to display 
‘the menu option. 


ADD ALL FIELDS USING THE ASTERISK 


EI Double-click the The name of the table, P To set criteria or other Note: To st criteria for the field, 
asterisk (") in the box followed by an asterisk (), | options for one field in see page 211 
for the table containing appears in a column. All the table, double-click oh fie $k 
the fields you want to the fields in the table will the field to place the field Totton eae nie 
add to your query. appear in the results of in a separate column. quer) results, cack ihe 
al i The field appears in Show box for the field 
a separate column in (E changes to O). 


the query. g 


DELETE A FIELD 


You can delete 
a field you no 
longer want 
to include in 
your query. 


When you delete a 
field from a query, 
Access will not 
delete the field 
from the table you 
used to create the 
query. 


To select the field you E Press the Deis key W The field disappears 
want to delete, position the to delete the field. from your query. 
mouse Ñ directly above the 
field (È changes to §) and 
then click to select the field. 

The field is highlighted. 


— e 


HIDE A FIELD 


You can hide a 
field used in a 
query. Hiding 
a field is useful 
when you need 
a field to find 
information in 
your database, 
but do not want 
the field to 
appear in the 
results of your 
query. 


For example, you 
can use the State 
field in a query to 
find all your clients 
in Florida, but hide 
the State field in 
the query results. 


Each field that displays a P click [E] to W The field does not W if you no longer want to 
check mark (E) ) will appear run the query. appear in the results hide a field in the results of 
in the results of your query. of the query. your query, repeat step 1 


E if you do not want To return to the (O changes to [#). 


a field to appear in the Design view, click B] . 
results of your query, click 
the Show box for the field 


(@ changes to O g 


SORT QUERY RESULTS 


You can sort 
the results of a 
query to better 


organize the 
results. Sorting 
the query results 
can help you 
quickly find 
information of 
interest. 


You can sort the 
results of a query 
in two ways. 
Ascending 

Sorts Ato Z, 1 t09 
Descending 

Sorts Z to A, 9 to 1 


SORT QUERY RESULTS 


I 


E Click the Sort area for Click the way you The records appear in W If you no longer want 
the field you want to use want to sort the query the order you specified. In to use a field to sort the 
to sort the results of your results. this example, the records query results, repeat 
query. An arrow (5% ) Click iil to run are sorted alphabetically steps 1 to 3, selecting 
appears. tha quent by state. {not sorted) in step 3. 
E Click the arrow (1% ) To return to the Design 

to list the available sort view, click BE 

options, 


USING CRITERIA TO FIND RECORDS 


For example, 
you can use 
criteria to find 
all of your 
customers 
who live in 
California. 


USING CRITERIA TO FIND RECORDS 


E] Click the Criteria area Note: For examples of criteria W The results of the To retum to the 

for the field you want to use you can use, see page 214. query appear. Design view, click B| . 
to find specific records. E Click (4) to run the In this example, 

E Type the criteria and then query. Access found customers 

press the ‘Enter key. Acces: who ordered more than 

may add quotation marks (’ 1000 units. 

or number signs (#) to the 

criteria you type. 


ee 


USING MULTIPLE CRITERIA TO FIND RECORDS 


You can use 
multiple criteria 
to find specific 
records in your 
database. 


Criteria are 
conditions that 
jentity which 
records you 
want to find. 
For examples 
of criteria that 
you can use, 
see page 214. 


USING MULTIPLE CRITERIA WITI 


2 Bacon 
3 BLT Sandwich 
4 Lasagna 

5 Garden Salad 
6 Pork Chops 
7 Pancakes 


se ID | Recipe Namel M 
fz [Bacon 


5| Garden Salad 


7 [Pancakes 


8 BBQ Chicken, 


Ell Click the Criteria area 
for the first field you want to 
use to find specific records. 
Then type the first criteria. 


The results of the query l To retum to the Design 
appear. view, click [iË . 

In this example, Access 
found customers who live 
in New York or Illinois. 


EA Click the or area for 
the second field you 
want to use. Then type 
the second criteria, 

‘Note: You can type the second 
criteria in the or area ofthe 
same field or a diferent field. 
E] Click [E to run the 
query. 


How can I use multiple criteria to find specific 


records in my database? 


You can use the Or 
operator to find records 
that meet at least one of 
the criteria you specify. 
For example, you can 
‘employees in the Sales or 
Accounting department. 


You can use the And 
operator to find records 
that meet all of the 
criteria you specify. For 
‘example, you can find 
‘employees in the Sales 
department who earn 
more than $60,000. 


USING MULTIPLE CRITERIA WITH "AND! 


Ell Click the Criteria 
area for the first field 
you want to use to find 
‘specific records. Then 
type the first criteria. 


P] Click the Criteria 
area for the second field 
you want to use. Then 
type the second criteria. 
EJ Click LE to run the 
query. 


How do I use the "And" operator 
In one field? 

In the Criteria area for the field, 
type the first criteria you want to 
use. Then type And followed by 
the second criteria. For example, 
to find customers who purchased 
more than 100 units and less than 
200 units, type >100 And <200 in 
the Quantity field. 


The results of the query 


To return to the Design 
appear. view, click B8. 


In this example, Access 
found customers living in 
New York who purchased 
more than 50 units. 


i 


EXAMPLES OF CRITERIA 


Here are examples of criteria 
that you can use to find records 
in your database. Criteria are 
conditions that identify which 
records you want to find. 


Exact matches 


=100 Finds the number 100. 
California Finds California. 
=3/6/2004 Finds the date 6-Mar-04. 
=Date( ) Finds today's date. 


Not: You can leave out the equal sign (=) when 
searching for an exact match 


Less than Less than or equal to 
<00 Finds numbers less <=100 Finds numbers less 
than 100. than or equal to 100. 
< Finds text starting <n Finds the letter N and 
with the letters Ato M. text starting with the 
</6/2004 Finds dates before Paii 
6-Mar-04. <=26/2004 Finds dates on and 
betore 6-Mar-04. 
Greater than Greater than or equal to 
>100 Finds numbers >=100 Finds numbers greater 
greater than 100. than or equal to 100. 
>N Finds text starting >eN Finds the letter N and 
with the letters N text starting with the 
toz. letters N to Z. 
>3/6/2004 Finds dates after >=6/2004 Finds dates on and 
6-Mar-04, after 6-Mar-04, 


Does not match Empty fields 
Not 100 Finds numbers Is Null Finds records 
that do not that do not 
match 100. contain data 
Not California Finds text that Eee 
does not match Is Not Null Finds records 
California, that contain 
Not 3/6/2004 Finds dates GEOL TS: 
that do not 
match 6-Mar-04. 
Find list of items Between...And. 
In (100,101) Finds the numbers Between 100 Finds numbers from 100 
100 and 101. And 200 to 200. 
In (California,ca) Finds Califomia Between A And D Finds the letters A and D 
and CA. and text starting with the 
letters A to C. 
In (#3/6/2004#, Finds the dates 
+#3/7/2004#) 6-Mar-04 and Between 3/6/2004 Finds dates on and 
7-Mar-04, ‘And 3/12/2004 between 6-Mar-04 and 
12-Mar-04, 
Wildcards 
The asterisk (*) wildcard represents one or more characters. 
The question mark (2) wildcard represents a single character. 
Like Br* Finds text starting with Br, such as Brenda and Brown. K 
Like *ar* Finds text containing ar, such as Arnold and Marc. 
Like “th Finds text ending with th, such as Smith and Griffith, 


Like Wend? Finds 5-letter words starting with Wend, such as 
Wendi and Wendy. 


Note: You can leave out "Like" when using wildcard characters. 


In the results 
of a query, you 
can have Access 
display only the 
records with the 
highest or lowest 
values in a field. 


Sports R Us 


Golf & Skis Inc. 
Ski Ski Skit 


Ski Pants 


Racing Helmet 


#1 Skis Inc. 


Ski Goggles 


Downhill Plus | Ski Boots 


For example, you 
can display the five 
largest orders or the 
ten lowest-selling 
products. 


DISPLAY HIGHEST OR LOWEST VALUES 


E 
Click the Sort area b Click the arrow (i ) Click the way you Ascending 

for the field you want to display a list of sort want to sort the records Display lowest values 

to display the highest options. 

or lowest values for. An Descending 


arrow (5# ) appears. Display highest values 


Why didn't the results of my 
‘query appear the way I expected? 
If you have set up other fields 

to sort the results of your query, 


Access may not display the 

highest or lowest values in 

a field propery, To remove 
a sort from a field, perform 3749 
ea a sean [Baldwin shos | 2s 
(not sorted) in step 3. Boldwin Shorts 


peee eane ae ed 


9 Pere a ps 
2 oe 
H peeo 2 


E] To specify the number 
or percentage of records 
you want to display in 


ifthe number or The number or percentage To retum to the Design 
percentage of records you | of records you specified view, click sé). 
want to display doesnot | appear in the results of 1 To once again display 


the results of your query, appear, double-click this | your query. rllitis records wi the 
click [x] in this area. area. Then type the number La in this example, the results of the query, 
Click the number or or percentage of records records with the five highest repeat steps 4 and 5, 


percentage of records you want to display. values in the field appear. selecting All in step 5. 


you want to display G click [E to run the 
query. = 


PERFORM CALCULATIONS 


review and 


analyze the 
results. 


$25.00 


You can use 
these operators 


$20.00 | 18.2 | $364. to pertorm 
calculations. 


+ Add 
~ Subtract 
* Multiply 
1 Divide 


^ Raise to 
a power 


11.5 | $287.50 


$30.00 4 


$60.00 27.5 


PERFORM CALCULATIONS 


É Type a name for the E] Type an expression that Note: Ifthe expression you type 
area in the first empty field that will display the describes the calculation is too Jong to fit in the cell, you 
column. results of the calculations, you want to perform. In this can zoom into the cell to display 


followed by a colon (:). example, type the expression the contents of the entire cell. 
|. To zoom into a cell, see page 58. 


E] Click the Fie 


‘Then press the Spacebar [Quantity}*{unitPric. 
to leave a blank space. For information on entering 
expressions, see the top of 


page 219. 


How do I enter an expression to perform 
a calculation? 


[Quantity}"[Price] 


To enter fields in an expression, type the 
field names in square brackets. Make 
sure you type the field names exactly. 


[Orders}![Quantity}*[Orders}![Price] 
If a field exists in more than one table, 
you need to type the name of the table 
that contains the field in square brackets 
followed by an exclamation mark (|). 
Then type the field name in square 
brackets. Make sure you type the table 
and field names exactly. 


Click Ī] to run the 
query. 


The results of the 
calculations appear. The 
field name you specified 
appears at the top of the 
column, 


To save the changes 
you made to your query, 


To return to the Design 
view, click (i . 

Note: Access does not store the 
results of calculations in your 
database. Fach time you tun a 
query, Access will use the most 
current data in your database to 


click el) perform the calculations. g 


FirstName Last Name Siale 


You can use 
a parameter 
to be able to 


run a query. 


Enter the state 
you want ta 


CALIFORNIA 


For example, 
you can use a 
parameter to 
have Access 
request the 
name of the 
state you want 
to find each time 
you run a query. 


USING PARAMETERS 


z 


E] Click the Criteria i Type an operator E] Type the message you Mote: Ifthe message you type 

area for the field you for the parameter. want Access to display is too Jong to fitin the cell, you 

want to use a parameter. Note: For examples of when you run the query. can zoom into the cell to display 
operaers You can use, Enclose the message in the contents of he entire cell 


22 the top of page 221 square brackets [ ]. To zoom into a cell, see page 58. 


When entering a parameter, what Can I use more than one parameter? 
operators can | use? 


Yes. You can enter a parameter for each field 
you want to use a parameter. When you run the 


Operator _ Result query, Access will display the Enter Parameter 


= Finds data equal to Value dialog box for each parameter you entered. 
the value you enter. For example, you can enter one parameter 
that requests a company name and a second 
= Ends data greater than, parameter that requests the number of orders 
the value you enter. si 
for the company greater than a certain value. 
> Finds data greater than 
or equal to the value N 
pune | romagz Boine [70 
< Finds data less than PaO Kn! 
the value you enter. Peri oo 
<= Finds data less than eee rra 
or equal to the value Ponse rone a 
you enter. C=) C=) CejCe) 
<> Finds data not equal 


to the value you enter. 


Click TĒ] to run the [E Type the data you The results of the To retum to the Design 
query. want to find. query appear. In this view, click i) 
M The Enter Parameter A Click oK. rampla, Access found Œ Each time you run or 


Value dialog box appears, customers who ordered ‘open the query, the Enter 

displaying the message more than 50 units. Parameter Value dialog 

you typed in step 3. To save the changes box will appear, asking 
you made to your query, you to type the data you 


click all want ta find, g 


SUMMARIZE DATA 


COMPANY | QTY ORDERED 


Wild Adventures 
You can 

summarize the 

data in a field 1 Racquets Ph 

to help you 

analyze the Ski World 

data. 


Bike Time Inc. 


The Ski Club 
Mountain Top 


For example, you 
can summarize 
the data in the 
‘Quantity Ordered 
field to determine 
the total number of 
products ordered. 


SUMMARIZE DATA FOR ONE FIE! 


El Create a query that EY Click |=) to display E The Total row appears. É] Click the arrow (3 ) to 
includes only the field the Total row. E] Click the Total area for dSPlay alist of calculations 
you want to summarize. the field. An arrow (9° ) that you can perform, 

To create a query in the aaa 


Design view, see page 192. 


A ea 


What are some of the calculations I can 


perform to summarize data? 
Sum Adds the values. 
Avg Calculates the average value. | 
Min Finds the smallest value. 
Max Finds the largest valu 
Count Counts the number of values. 
StDev Calculates the standard 


Var 


First 


Last 


deviation of the values. 


Calculates the variance of 
the values. 


Finds the value of the first 
record entered. 


Finds the value of the last 
record entered. 


Can I summarize the data for more than 


one field? 


Yes. You can summarize the data for 

more than one field. For example, you 

can summarize the data for both the Units 
in Stock and Units on Order fields. When 
creating your query, make sure you include 
each field you want to summarize and 
specify the calculations you want to perform 
on the data in each field. 


E] Click the calculation 
that you want to perform 
on the data in the field. 
Note: For information on some of 
the calculations that you can 
perform, see the top of this page. 


[A Click L to run the 


query. 


The result of the 
calculation appears. 

In this example, Access 
calculates the total number 
of units in stock for all 
products. 


L To return to the Design 
view, click B 


W if you no longer want 
your query to summarize 
the data in a field, repeat 
step 2 to remove the Total 
row from your query. 


SUMMARIZE DATA 


You can group 
records in your 
satabere em May 12, 2004 
data for each 
group. 

May 13, 2004 


May 14, 2004 


May 15, 2004 


For example, 
you can group 
records by date 
and determine 
the total number 
of orders for 
each day. 


E Click [E] to display the 
Total row. 


E The Total row appears. 


E] Click the Total area for the 
field you want to summarize. 
An arrow (5# ) appears. 

E] Click the arrow (i$ ) to 
display a list of calculations 
that you can perform. 


Ell Create a query that 
includes only the field 

you want to use to group 
your records and the field 
you want to summarize, 

To create a query in the 
Design view, see page 192. 


E] Click the calculation 
that you want to perform 
on the data in the field, 
Note: For information on some 
ofthe calculations that you can 
perform, see the top of page 223. 


——— 


Can | use more than one field to 
group records? 

company | PRODUCT | QUANTITY ORDERED 
Yes. You can group records using 
more than one field. For example, insa oL A c] 
to determine the total amount of _Fitness Minds | B 60 
each product pones by oat Racquets Plus, A 80 
company, use the Company an 
Product fields to group records Recauete Pius} A = 
and the Quantity Ordered field to Ski World A 25 


summarize data. When creating Ski World B 60 
your query, make sure you place 7 
n portStop | A 
the fiel that 
e fields in the order that you aoc Te 


want to group the records. Access 
will group the records using the 
fields from left to right. 


ra 
Access will group the GI Click [E] to run the The results of the To return to the Design 
records using the field query. calculations appear. view, click BÈ . 


that displays Group By. 


In this example, W It you no longer want 
‘Access calculates the your query to summarize 
total number of units in the data for grouped 
stock for each product. records, repeat step 2 

to remove the Total row 


from your que g 


FIND UNMATCHED RECORDS 


You can use the 
Find Unmatched 
Query Wizard 
to find records 
in one table 
that do not 
have matching 
records in 
another table. 


For example, 
you can find 
all customers 
who have 
not placed 
an order. 


E] Click Queries in the ÉJ Click New to create | W The New Query dialog É] Click ox to continue. 
Database window. anew query. box appears. 


Click Find Unmatched 


Query Wizard. 


Why does a dialog box appear when I 
select the Find Unmatched Query Wizard? 


When you select the Find Unmatched 
Query Wizard for the first time, a dialog 
box appears, stating that the wizard is not 
installed on your computer. To install the 
wizard, click Yes. 


How can I prevent unmatched records from 
being entered in two tables? 
You can enforce referential integrity between 
‘two tables to prevent you from entering a 
record in one table if a matching record does 
not exist in a related table. For example, if a 
customer does not exist in the Customers 
table, you will not be able to enter an order 
for the customer in the Orders table. For 
more information on referential integrity, 
see page 132. 

— 


aoe KA 


E The Find Unmatched 
Query Wizard appears. 


E] Click the table that 
contains the records 
you want to display 

in the query results if 
another table does not 


J Click Next to continue. 


contains the matching 
records. 


E Click the table that You can click Back 
at any time to retum to a 
previous step and change 


your selections. 


E] Click Next to continue. 


have matching records. 


FIND UNMATCHED RECORDS 


When using the 
Find Unmatched 
Query Wizard, 


For example, 
you can 

select the 
Customer ID 
field in the 
Customers and 
Orders tables. 


FIND UNMATCHED RECORDS (CONTINUED) 


E] Click the field in EH] Click (==) to confirm This area displays the 
the first table that also your selections. fields from the table you 
appears in the second [E Click Next to continue, | Selected in step 5. 
table: Double-click each field 
{D Click the matching you want to appear in the 
field in the second table. results of your query. 
Note: The matching elds will Note: To add all the fields in the 
usually have the same name. fable at once, click [È>]. 


Each field you select 
appears in this area. 


To remove a field you 
accidentally selected, 
double-click the field 
in this area. 


[Z] Click Next to continue. 


R eas 


Do I have to recreate a query each time Can I change data displayed in the results 
want to find unmatched records in the of my query? 

tables? Yes. You can change data displayed in the 
No. Each time you open a query you created results of a query as you would edit data in 
using the Find Unmatched Query Wizard, a table. If you change the data displayed in 
Access will use the most current data from the query results, the data will also change 
the tables you specified to determine if any in the table you used to create the query. 
unmatched records exist in the tables, To edit data in a table, see page 56. 


‘Type a name for your i The results of your query [E When you finish 
query. the results of your query. appear. reviewing the results, 
in ia ampa Ansess ot your query, click 
displays information about to close the query. 
each customer who has not 
placed an order. 


SSS -+ 


